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References

 MILPERSMAN 1160-020 (Reenlistment)

 MILPERSMAN 1160-040 (Extensions)

 OPNAVINST 1160.8B (SRB)

 EXTENSIONS MPTE SOP:

• https://mpte.navy.deps.mil/sites/npc/pers2/Lists/Standard%20Operating%20Proc

edures/Extensions.aspx

 REENLISTMENT’S MPTE SOP:

• https://mpte.navy.deps.mil/sites/npc/pers2/Lists/Standard%20Operating%20Proc

edures/Reenlistments.aspx
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https://mpte.navy.deps.mil/sites/npc/pers2/Lists/Standard%20Operating%20Procedures/Extensions.aspx
https://mpte.navy.deps.mil/sites/npc/pers2/Lists/Standard%20Operating%20Procedures/Reenlistments.aspx
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Required Documents

 REENLISTMENTS

• NPPSC 1160/1

• NPPSC 1160/2 REENL CHECKLIST 

• REENL CONTRACT

• CCC NSIPS SRB APPROVAL

(if applicable)

• APPLICABLE PG13’S

• BUPERS 328 APPROVAL

(if applicable)
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 EXTENSIONS

• NPPSC 1160/1

• EXT CONTRACT

• HYT APPROVAL (if applicable)

• ORDERS 

• BUPERS 328 APPROVAL 

(if applicable)

https://www.mynavyhr.navy.mil/References/Forms/NPPSC-Forms/
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NPPSC 1160/1 
Command Career Request
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NPPSC 1160/1 
Command Career Request

5



UNCLASSIFIED 10 June 2022

NPPSC 1160/1 
Command Career Request
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NPPSC 1160/1 
Command Career Request

7



UNCLASSIFIED 10 June 2022

Contract Actions Require Prior 

Approval from BUPERS-328

 Conditional reenlistment MILPERSMAN 1160-030

 OBLISERV to Train (OTT) OPNAVINST 1160.8 (series)

 Page 13 in lieu of hard OBLISERV MILPERSMAN 1306-106

 Exception to Policy (ETP)

 Extension cancellation (as applicable) MILPERSMAN 1160-040

 Retain In Service due to medical/LIMDU MILPERSMAN 1160-050

Submit all BUPERS-328 Reenlistment and Extension request to askmncc.fct@navy.mil or via 

MyNavyPortal.  Commands may contact MNCC directly at 901-874-MNCC.  Consider submission 

lead time of 4 weeks prior.

 The following information is required on all submissions:

 Refer to: https://www.mynavyhr.navy.mil/Career-Management/Community-

Management/Enlisted-Career-Admin/Reenlistment-Extensions/
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 Reason for the submission

 Aggregate extensions months executed PRIOR to this request

 CO comments

 Command POC information

 Rate and Name 

 EAOS/SEAOS

 PRD and/or transfer date

 CWAY status

 SRB/CSRB eligibility

mailto:askmncc.fct@navy.mil
https://www.mynavyhr.navy.mil/Career-Management/Community-Management/Enlisted-Career-Admin/Reenlistment-Extensions/
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Contract Routing:  

Adding New Roleuser
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Contract Routing:  

Adding New Roleuser

10

Navigate to:

-My Profile
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Contract Routing:  

Adding New Roleuser
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Select “Favorite Roleuser”
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Contract Routing:  

Adding New Roleuser
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1. Insert Roleuser ID and click 

“enter” on keyboard

2. Check “Default” box

3. Select “Save”
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Contract Routing:  

Selecting Roleuser to Route Contract
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 When generating contracts, save contract as “incomplete” in 

order for TSC Naples personnel to pull and approve your 

transaction.

 After saving contract as “incomplete”, you will then be able to 

print the contract and obtain required signatures.  Signed 

contracts will be submitted with required KSDs via eCRM

within two days following the reenlistment.

 See slides below for further guidance.
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Contract Routing:  Extensions
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Contract Routing: Extensions
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Contract Routing:  Extensions
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SSN

LAST,FIRST (NO SPACE AFTER COMMA)
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Contract Routing:  Extensions
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Contract Routing:  Extensions
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Contract Routing:  Extensions
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Contract Routing:  Extensions
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MILPERSMAN 1160-040 and 

MILPERSMAN 1070-190 direct 

that the authorized official 

signing the extension contract 

(“Officer Name/Grade”) must:

- Be in grades E-5/GS-5 or 

senior,

- Have “By Direction” 

authority by the 

commanding officer.

*** Please note this only applies to 

extension contracts.  Reenlistments 

contracts must be signed by 

commissioned officers only. ***
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Contract Routing:  Extensions
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Contract Routing:  Extensions
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Contract Routing:  

Selecting Roleuser to Route Contract
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 When generating contracts, save contract as “incomplete” in 

order for TSC Naples personnel to pull and approve your 

transaction.

 After saving contract as “incomplete”, you will then be able to 

print the contract and obtain required signatures. Signed 

contracts will be submitted with required KSDs via eCRM

within two days following the reenlistment.

 See next slide for further guidance.
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Contract Routing:  Extensions
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Incomplete
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Contract Routing:  Reenlistments
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Contract Routing:  Common Problems
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 NO ATTENTION TO DETAIL

 Request does not match the contract: 

• SRB, Lump sum leave on the chit but not on the contract

• “NO SIGNATURES”

 ***LATE SUBMISSION of an EXECUTED CONTRACT***

 NO CWAY APPROVAL OR IT EXPIRED***

 The reenlistment happen after the expiration of the 

 CWAY approval

 NO SRB APPROVAL
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CCC NSIPS SRB Approval
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Note to CCC:

SRB Precert must be

submitted 35-120 days 

out from the reenlistment 

date.

IAW: OPNAVINST 

1160.8B (SRB Program)
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NSIPS C-WAY Error and or HYT EDLN error 

when trying to generate the contract
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Member requires Career Waypoints (C-WAY) approval to Reenlist.  

E-3 to E-5 personnel, as well as E-6 personnel not selected for 

advancement to E7, must have C-WAY approval to reenlist if they 

have 14 years of obligated service as of their Soft (as extended) 

Extension of Active Obligated Service (SEAOS).
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Administrative Remarks
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Administrative Remarks
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Navigate to:

- Main Menu

- Electronic Service Record

- Use

- Administrative Remarks
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Administrative Remarks
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SSN

or

LAST,FIRST 
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- Select “Administrative”

Administrative Remarks
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Administrative Remarks
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Type “center” and click 

enter on keyboard 

The minimum 

PG13s required are 

“Code of Conduct” 

and “UCMJ” 

- Only use SRB 

PG13 if the member 

has an SRB 
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Administrative Remarks
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- “Select Remark

Template”

- Check the box

- Select “Okay” 
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Administrative Remarks
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Edit number of years and leave 

sell back amount (if applicable)

Enter reenlist officer name, 

title, and reenlist date

Enter witness name (CPPA or 

CCC), title, and reenlist dateReenlistment date

Select “Save” and print for signature

Select “Permanent”
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Transaction Routing: eCRM/TOPS
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 Primary:  eCRM to “PP REENLISTMENTS_EXTENSIONS” queue

** Request type should still indicate reenlistment or extensions **

• Naming Convention on the SUBJ: 

̶ Example 1: REENL W/SRB ICO RATE NAME, EFF DT 

̶ Example 2: REENL NO SRB ICO RATE NAME, EFF DT

̶ Example 3: EXT ICO RATE NAME, EFF DT

 Alternate:  TOPS to “NAPLES REENLIST_EXT” box (or to local servicing TSC 

detachment, who will forward transaction to COE-R&E.  If submitting via TOPS, CPPAs 

MUST include the following information.  TOPS transactions without the information 

below will be returned to the CPPA without action.

• Do you have an eCRM account:  Y / N

̶ If YES, why eCRM was not used for this transaction:  (describe reason: e.g. ship currently 

underway/low connectivity, or include brief explanation of technical issues – this information will help 

us better understand the nature of eCRM issues preventing CPPAs from utilizing the system).

̶ If NO, eCRM SAAR submission date: (insert date)

 MNCC trouble ticket number regarding eCRM account: (insert ticket number)

• Naming Convention on the SUBJ: 

̶ Example 1: REENL W/SRB ICO RATE NAME, EFF DT 

̶ Example 2: REENL NO SRB ICO RATE NAME, EFF DT

̶ Example 3: EXT ICO RATE NAME, EFF DT
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Transaction Routing: eCRM
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Transaction Routing: eCRM
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Transaction Routing: eCRM
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Transaction Routing: eCRM
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COE-R&E:  Best Practices
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 Member’s Career Development Boards 15-24 months prior to PRD/SEAOS

 CPPA – Ensure TSC receives signed contract within two days following the 

reenlistment.

 Command – Designates primary and secondary (CPPA) and ensure 

participation in routine training provided by servicing TSC or Regional 

Support Center (RSC).

 CCC- Monitors Career Information Management System (CIMS) Reports 

(EAOS/PRD, HYT, Gains/Losses, etc.) and CWAY – applications (15 

months prior).

 TSC – Print and verify the Prospective Loss report with EAOS and EREN 

from NSIPS and work with CPPA and/or CCC within 90 days from EAOS.

 OVERALL BEST PRACTICES – Protect Personally Identifiable Information 

(PII).
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Regional Support Center: POCs
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 RSC Naples

• Contact: RSC_Naples@us.navy.mil

 RSC Bahrain

• Contact:  RSC_Bahrain@us.navy.mil

mailto:RSC_Naples@us.navy.mil
mailto:RSC_Bahrain@us.navy.mil
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Questions
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Any Questions?


